Section A5/SCCOG

ALLOWANCES

Travelling Allowances

1.
A probation trust shall reimburse to an employee the actual expenses of travelling reasonably incurred by the employee in the course of duty.


Motor Car Allowances

2. A probation trust may authorise an employee to use her or his motor vehicle in the course of duty.

3.
An employee so authorised shall be entitled to receive a reasonable allowance in accordance with such grading as the probation trust may determine, e.g. by reference to the nature of the user, or horsepower or cubic capacity of car considered appropriate.

4.
A probation trust shall not make it a condition of appointment that an employee shall provide a motor car for carrying out her or his official duties.

5.
Employees requiring the use of motor cars for the efficient performance of their duties fall into the following classes:

Casual Users: those for whom it is merely desirable that a car should be available when required; and

Essential Users: those whose duties are of such a nature that it is essential they should have a motor car at their disposal whenever required.

Casual Users’ Allowances

6.
The scale of allowances to be paid to employees for the casual use of private motor cars while engaged on official duties shall be as set out in Section A14, the Pay and Allowances Card, with the proviso that a casual user shall not at any mileage figure receive more than s/he would have done had s/he been receiving the essential user’s allowance.

Essential Users’ Allowances

7.
An employee whose probation trust resolves that it is essential in the interests of the efficient conduct of business that the employee shall be permitted to use her or his private car in carrying out her or his official duties, shall be entitled to receive the lump sum allowance and mileage rates that are set out in the Pay and Allowances Card.


Note: In cases where a probation trust authorises the use of a car in excess    

of 1450 c.c. it will fix appropriate allowances not lower than those 
prescribed 
for the category 1200 c.c. - 1450 c.c.
8.
Payment of the lump sum allowance under Paragraph 7 above shall be 
made by instalments so that the amount of the total payments on account 
shall bear to the lump sum the same proportions as the number of 
completed months of the annual allowance period bears to twelve.

9.
The period over which the car allowances are paid should be from the 1 April in any year to the succeeding 31 March.

10.
In the case of an employee who takes up an appointment after 1 April in any year, or leaves the probation service, the allowance should be so calculated that the amount payable bears the same proportion to a full year’s allowances as the number of months in the year during which the employee uses her or his car bears to twelve.  The calculation of the mileage allowance would then be made on a proportionate basis in accordance with the following procedure:

(i)
The mileage allowance to be paid at the higher rate would be equivalent to 709 miles per month of service;

(ii)
The excess over 709 miles per month of service would be paid at the reduced rates, e.g. where the total service in the financial year is five months, then up to 3,545 miles would be paid at the lower rate.

(iii)
Similarly, the lump sum payment should be divided into twelve monthly payments.  Where a probation trust pays the allowance quarterly, the appropriate calculation should be made on the basis of dividing by four instead of twelve.

(iv)
When an employee leaves the service of a probation trust, a calculation shall be made in respect of her or his entitlement for the portion of the year served with the board/trust and any necessary adjustments made thereafter.

Note: Allowances paid in respect of the use in the course of duty of vehicles (including motorcycles) other than motor cars and of motor cars with a cubic capacity rating below 450c.c. shall be determined by the probation trust.  The Joint Secretaries are available to advise on appropriate rates. 

11. The allowances at Section A14 will be reviewed each year to take effect from 1 April or during the year as necessary.

Discretionary Authority


12.
With effect from February 2012 trusts and trade unions may consider jointly negotiated agreements on mileage rates payable to realise efficiency savings which in turn are used to sustain service delivery.


Note:  following paragraphs to be renumbered formally in due course
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